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1 General Information

1.1 Introduction

In a continuing effort to provide efficiency and ease of use of the Wisconsin BadgerCare
Plus system, the state has introduced the Wisconsin ForwardHealth Portal. Through this
portal, professionals throughout the health care industry can perform various functions
to speed the process of obtaining information, processing claims, checking status of
patient benefits and other administrative requirements to conform with the Health
Insurance Portability and Accountability Act of 1996 (also known as HIPAA).

In order to take advantage of this state of the art process for healthcare administrative
requirements, users must obtain and maintain user accounts on the portal. The
following organization types may obtain login credentials and accounts through the
processes detailed.

¢ Providers — Account registration information is sent to the applicant pending completion of the
process located on the portal. Providers can start this process by visiting the portal, clicking on the
Providers link, and clicking on the Request Portal Access link. Upon completing this process a
Personal Identification Number (PIN) will be mailed to the provider in a welcome letter.

o Managed Care Organizations (MCOs) - Upon registration as an MCO, Welcome
letters containing the User ID and Personal Identification Number (PIN) are
automatically mailed to the organization.

o Partners - Upon completing the ForwardHealth access request process, Partners
receive a User ID and password via e-mails.

e Trading Partners - Account registration information is sent to the applicant pending
completion of the process located on the portal. Trading Partners can start this process
by visiting the ForwardHealth portal and completing the Trading Partner Profile
application. Upon completing this process a Personal Identification Number (PIN) will
be mailed to the trading partner in a letter.

Important: No access to the portal will be possible without the User ID and Personal
Identification Number (PIN)/Password obtained through one of the registration processes
shown above.

ForwardHealth Provider Portal 1o0f 28
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1.2 Roles

Important: Upon receipt of the User ID and PIN, and before the organization can begin
using portal applications, account administrators must set up their account as shown in
section 2 of this User Guide.

Each user of the ForwardHealth Portal is assigned a role to carry out their duties. In this
way, accountability and strict access control are maintained with regard to patient records.
Access to the applications on the portal is controlled by the type of role an individual is
assigned as shown below.

e Account Administrators — These individuals have overall responsibility for management of the
account. Therefore, they have complete access to all applications within the secure section for the
user type (Provider, MCO, Trading partner) of the portal and are permitted to add, remove, and
manage other individual roles and their access. This does not apply to partner site users. This does
not apply to Partner site users.

e Clerk Administrators — These individuals assist with reducing administrative overhead for account
administrators by adding, deleting, and managing clerks. They are permitted to assign roles to clerks
under their purview. This does not apply to Partner site users.

e Clerks - These personnel perform functions for their managed care organization, trading partner, or
provider by performing specific tasks through the ForwardHealth portal. These roles are limited in
that they can only perform tasks for which they have received authorization and access from an
Account Administrator or Clerk Administrator.

ForwardHealth Provider Portal 2 of 28
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2 Request Access

To open a ForwardHealth Provider Portal account, providers must begin the process by
requesting a Personal Identification Number (PIN) number. Providers can request as

many PIN numbers as needed for each service location.

1. To request a PIN number, access the ForwardHealth Portal at

www.forwardhealth.wi.gov/.

The ForwardHealth Portal home page will be displayed.

Welcome to the ForwardHealth Portal
Recertification Users Only:

Providers who hava received a Recertification Notice should bagin
the recertification process following the knk below.

Go to Provider Recertification

The ForwardHealth Portal serves as the interface to ForwardHealth
interChange, the new Medicaid Management Information System for
the state of Wisconsin. Through this portal, providers, managed care

Trading Partners

under their care. This Portal also provide
current health care information available.

Providers Managed Partners Trading Members
B Partners

are
Organization

About | Contact | Disclamer | Prvacy e
Wisconsin Department of Health Services
Production PROD_WIPortal_M20001_1-1

Vielcome » January 4, 2010 3:58 PM

Login

ForwardHealth Portal Home Page
2. Click Providers.
The provider public home page will be displayed.

sate ogencies ol e depodimmnt of heolth 1ecvic s

/\ interChange Welcome
ForwardHealth ="

Providers can use this page to access up-to-date nformation about programs covered under ForwardHealth. The
links below and to the nght offer easy access to key information and tools used most often. Providers should log
in to the secure Providaer Portal to submit or retrieve information about their account or membar data which may
be sensitive and/or fall under the requirements of the Health Insurance Portabiity and Accountabiity Act
(HIPAA),

NEW Provider-specific Resources

1f you are looking for additional information specific to your provider type. Go

References & Tools

Use References & Tools to access mformation, tools, and data specific to the various provider types

Related Programs & Services

Login to Secsre Site

Use related programs & services to access information for all ForwardHealth programs as well as other programs
and services, Go >

Quick Links

Trainings

Use Trainngs to view up-to-date trainng offenngs for your specialty or interest and then register for courses via  *
the web. Go >

What's New?

s i, AR 10 ko et A A i sssama P SN A AR AN ot

» January 4, 2010 4:30 PM

Login

Sesrch

Provider Public Homepage
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3.

In the Quick Links panel on the right of the page, click Request Portal Access.

The Request Portal Access panel will be displayed.

Request Portal Access )
Required fields are indicated with an asterisk(*).

o Please complete the fields below to request your secure provider portal web access.
« You must complete either the NPI Information or Provider Number Information section.
o For the NPI Information section:

o Enter your NPI and press the search button.

o Select the appropriate ForwardHealth certification.

o Enter your SSN/TIN.

NPI Information

[ NP1 Number _seach | cesr |

ForwardHealth Certifications for Requested NP1

Enter your NPI and press search.

Selected NPI *
NPI Number

Name

Address Line 1
City

zZip

Taxonomy
Financial Payer
SSN or TIN

OR

Provider Number Information *

Prowvider 1D
Financial Payer -
SSN or TIN

___Submit |  Cancel

Request Portal Access Panel

Enter the provider’s National Provider ID (NPI) number in the NPI Number field in
the top panel. If the provider does not have an NPI number, go to Step a below.

Click Search.

The page will refresh;

If the information is located, the ForwardHealth Certifications for Requested

NPI panel will populate with the provider’s selected NPI information.

ForwardHealth Provider Portal
Account User Guide
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NPI Information
NPI Number 1295746121 Search Cloar
ForwardHealth Certifications for Requested NP1 | ]
Name Street City 2IP Code Fimancial Payer Taxomomy  Description
o M A Provicer 90 E8TH ST STE 30 MINNEAPOLIS 55407  Madicad 207RO00XX  Physician-Intemal Medicing-Cardiovascular Disease
\J
Selected NPI *
NP1 Number
Name
Address Line 1
Gity
e
Taxonomy
Financial Payer
SSN or TIN

If the information cannot be located, a message similar to the following will
display at the top of the page if the user has not entered the correct social

security number (SSN) or tax identification number (TIN) :

The following messages were generated:
The PIN request has been rejected. Please enter the SSN or TIN.

a. Scroll down to the Provider Number Information section.

Provider Number Information *

Provider ID 00249600
Financial Payer Medicaid v
SSN or TIN 000000000

§ubm|t gancel

b. Enter the provider’s provider ID in the Provider ID field.

c. Select the financial payer certification for which the provider is requesting

access from the Financial Payer drop-down menu.

d. Enter the Social Security Number or Tax Identification Number in the SSN or

TIN field.

6. Click Submit.
If the request is successful, the following page will display and a letter containing

the provider PIN will be sent to the address on file with ForwardHealth.

ForwardHealth Provider Portal
Account User Guide
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W} wisconsin.gov home state agencles subject directory department of health services

ForwardHealth

Wisconsin sorving you

Welcome » January 14, 2009 9:05 AM
Login

Your Request for Provider Secure Site access has completed successfully! Quick Links

¢ You will be receiving 3 PIN letter within three to five business days. Use thss letter to create
your secure web account.

« For more information on setting up your web account, Click here

About | Contact | DRisclaimer | Pravacy Notice
Wisconsin Department of Health Services

Access Request Conformation Screen
Go to Chapter 3 Login for First Time and Set up Administrator Account.

o If the request is not successful, the following message will display at the top of
the page:

The following messages were generated:
The PIN request has been rejected. A ForwardHealth certification could not be identified based on
the information provided.

The most common reasons for denied requests are:

o No provider agreement on file - call Provider Services at 1-800-947-
9627 for the agreement

o SSN or TIN number is incorrect - check the number and enter the
correct number

o PIN already requested - check within your organization to find out if
someone has already received the PIN and set up accounts.

For any problems, call the Portal help desk (Toll-free) at 1-866-908-1363
between the hours of 8:30 AM 4:30 PM, Monday through Friday.

ForwardHealth Provider Portal 6 of 28
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3 Login for First Time and Set up Administrator Account

Users MUST complete this action before access is granted to other functionality on
the portal. After receipt of the User ID and Personal Identification Number (PIN),
organizations must use the Account Setup to establish their administrative account on the
ForwardHealth portal. It is at this time that users create a username and password for
future access to the portal as well as enter contact and security information. This does not
apply to Partner site users.

Important: In order to utilize the Setup application, you MUST have received a User ID
and Personal Identification Number (PIN) access code from ForwardHealth. How the User
ID and PIN is received differs on your Organization Type as detailed in the Account
Overview documentation.

Approximately one week after submitting an online request for Portal Access, you will
receive a letter with your PIN number and instructions for logging into the Portal account
that has been set up for you.

P

i +
Jen Doyle Teucnoon 064165573
Govemor PAX 005-221-0888
State of Wisconsin TIY. 4083214740

Karen E Tmberiake .
Secretary Department of Health Services W LW INTRdT W Qv

January 05, 2010

IM A PROVIDER

JOHN SMITH

200 MADISON AVE
MILWAUKEE, WI 55555-5555

Dear Provider:

ForwardHealth has received your request 1o establish a secure Portal account. A summary of the
information you provided 1s included below, along with a Login 1D and Personal Identification
Number (PIN) you will need in order 1o set up your secure provider account on the Forward
Health Portal

NPl or Provider 1D xx55555xxx
Taxonomy SSSWO0000X
Zip Code 55555-5555
Financial Payer Medicad

Please note that for secunity purposes only digits 3, 4, S and 6 of your NP1 or Provider I are
shown

To create your secure Provider account

1. Go to the ForwardHealth Portal &t www. forwardhealth. wigon,
2. Select the "Providers™ button.
3. Select the Logging in for the first time? link under "Login to Secure Sie”
4. Enter your Login ID and PIN:
Login ID: xx55555xxx
PIN JsciheSp)
Detailed instructions and helpful hints on setting up your secure Provider account can be found
in the Accours User's Guide. This guide can be found by selecting the "Account™ menu located
at the top of your screen once you have successfully logged in

Please contact the EDI Help Desk at (866)416-4979 or vedswiedi @ wisconsin.gov if you have

any additional questions or need further assistance

F-13512 (08/08)

Wisconsin.gov

PIN Letter

ForwardHealth Provider Portal 7 of 28
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1. Once you receive the PIN letter, access the ForwardHealth Portal at

3.

www.forwardhealth.wi.gov.

The ForwardHealth Portal Home Page will be displayed.
Click the Provider button.

The public Provider Home Page will be displayed.

wisconsin.gov home slate ogencles whbject direcliory depordment of health services

TN
ForwardHealth =

Isconsin sorving you

interChange Welcome » November 14, 2008 11:02 AM

Login

Swarch

Providers can use this page to access up-to-date information about programs covered under
Forwardreaith, The links below and to the right offer easy access to key information and tools used
most often, Providers should log in to the secure Provider Portal to submit or retneve information
about their account or member data which may be sensitive and/or fall under the requirements of
the Health Insurance Portabsity and Accountability Act (HIPAA),

References & Tools

GO >
Related Programs & Services

Use related programs & services to access information for all ForwardHealth programs as well as

Use References & Tools to access mformation, tools, and data specific to the vanous provider typed.

other programs and services. Go >

Login to Securs Site

Lzemame

Bassword

Got

® Logging in for the firet tirme?

Trainings

Use Trainings to view up-to-date training offerings for your specialty or interest and then register
for courses via the web, Go >

What's New?

Public Provider Home Page

Quick Links

® Request Portal Access

® Online Handbooks

¢ ForvardMealth Updates

® Provider

Type Listing

T T R

In the Login to Secure Site section on the right of the page, click Logging in for

the first time.

The Account Setup panel will be displayed.

Account Setup © I

Required fields are indicated with an asternisk(*).

Instructions:

as they are listed and click on the Setup Account button,

Please note that Login ID and PIN are case sensitive.

Login ID*
Personal Identification Number*

sctup Account

Once your Login 1D and PIN have been validated, you will then need to setup your user account.

If you have received your Personal Identification Number Letter, please enter your Login 1D and Personal 1dentification Number (PIN)

If you don't know your Login 1D or PIN, please contact the helpdesk at 1-866-416-4979 to have a new PIN re-issued.

Account Setup Login Panel

4. Enter the Login ID and PIN that was mailed.

ForwardHealth Provider Portal
Account User Guide
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For security purposes, the PIN letter will contain only 4 digits of the NPI or Provider
Number reported, however, providers should enter the entire number and the PIN
number that appears on the letter.

T'o create your secure Provider account

1. Go to the ForwardHealth Portal at www. forwardhealth wi gov,
2. Select the "Providers™ button
3. Select the Logging in for the first time? ink under "Login to Secure Site”
4. Enter your Login ID and PIN
Login ID; xx55555xxx e Enter your actual NPI or

PIN JscjhgSp) Provider ID
Detailed instructions and helpful hints on setting up your secure Provider account can be found

i the Accourt User's Guide. This guide can be found by selecting the "Account™ menu located
at the top of your screen once you have successfully logged in

Please contact the EDI Help Desk at (866)416-4979 or vedswiedi @wisconsin gov if you have
any additional questions or need further assistance

Enter NPI or Provider Number

This is a one-time use PIN. Once you have established an account, you cannot use
this PIN again.

5. After entering your login ID and PIN, click Setup Account.
The Account Setup panel will be displayed.

I Account Setup ©

Required fields are are indicated with an astensk (*),
e Password must contain one uppercase letter, one number and at least 8 characters.

User Name*
Password*

Confirm Password*
Contact First Name*
Contact Last Name*
Telephone Number*
E-Mall*

Confirm E-Mail*

First Security Question*
First Answer*

Second Securnty Question*
Second Answer*

Sacunty and Confidentiality

The User understands that the Portal Access User Account Agreement -~
(hereinafter *Agreement*), effective today, is made by and between the State of
Wisconsin Department of Health and Family Services (*DHFS*) and users who sign

up for an account on this website (hereinafter *User*)
v

™ Pplease check the box f you have read and agreed to Wisconsin's User Secunty Agreement,

Subma Cancel M

Account Setup Information Panel

6. Fill in the necessary information in the fields provided. Note that it is necessary to
complete all the fields in this panel.

e The password you create MUST have at least one uppercase letter and one
number or you will be asked to re-enter a password.

ForwardHealth Provider Portal 9 of 28
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e You will need to create two security questions and corresponding answers in the
steps which follow. In the event you forget or lose your password in the future,
this information will be used to validate your identity and allow you to reset your
password.

e Security questions cannot contain characters other than A-Z, a-z, or 0-9
Read the Security and Confidentiality agreement and click the agreement checkbox.
Click Submit.

You will receive a confirmation message indicating that your information was saved.

3.1 Reset Password

The Reset Password function can be used to reset a forgotten password.

ForwardHealth Portal Login:

Username

Password

® Logging in for the first time?
. ¢

® Account Users Guidé&)

To reset a password:
1. In the login panel, click Forgot your password?
The Reset Password panel will be displayed.
Reset Password ©

Required fields are indicated with an astensk (*).

Please enter your user name and click the *Next® button. The secunty questions
that you were asked to create on your inital secure visit will appear.

User Name* DEREK10|

Hext

Reset Password Panel
Enter the user name for the account.
Click Next.

The security questions panel will be displayed with the questions you were asked to
create when the account was setup.

ForwardHealth Provider Portal 10 of 28
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Reset Password 7]

Required fields are indicated with an asterisk (*).

User Name

Enter your security answers in the field provided and click the "Next" button.

First Security Question

First Answer* eessesssss

Second Security Question
Second Answer* ees|

Next

Security Questions

4. Enter your answers to both security questions in the spaces provided.

5. Click Next.
The Reset Password Panel will expand to enable you to create a new password.

| Reset Password © |

Required fields are indicated with an astenisk (*).

User Name
First Secunty Question

First Answer

Second Security Question
Second Answer

Enter your password in the fields and click the "Submit® button.
Password must contain one uppercase letter, one number and at least 8 characters.

New Password® eessssesss

Confirm Password® eeessesse

_§ubmvt J U _Q_ancol |

6. Enter your new password (Twice for confirmation) in the spaces provided.
7. Click Submit.
You will be returned to the login page to log in with your new password.

ForwardHealth Provider Portal 11 of 28
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4 Clerk Maintenance

Once your account is set up, you may access the secure area of the Portal where you can
perform various functions that allow you to manage your account.

4.1 Log in to the Secure Site
1. Access the ForwardHealth Portal at www.forwardhealth.wi.gov/.
The ForwardHealth Portal home page will be displayed.

2. You can log in from the Portal home page or click the button for your organization
type (Providers, Managed Care Organization, Partners, Trading Partners) to access the
login page.

Note: Depending on your Organization Type, your login page may appear slightly different
from what is displayed here. For the purposes of this user guide, only the Provider site will
be displayed.

;;) wiscomin.gov home Wate ogencies swbject direchory depadment of heolth 1ecvices
/‘\ interChange Welcome » January 4, 2010 4:30 PM
ForwardHealth s tosi
Wisiconamnm sorving you

Search
Providers can use this page to access up-to-date nformation about programs covered under ForwardHealth. The  Login to Secsre Site

hinks below and to the nght offer easy access to key information and tools used most often. Providers should log
in to the secure Provider Portal to submit or retrieve information about their account or member data which may
be sensitive and/or fall under the requirements of the Health Insurance Portabdity and Accountabdity Act
(HIPAA)

NEW Provider-specific Resources

1f you are looking for additional information specific to your provider type

References & Tools

Use References & Tools to access mformation, tools, and data specific to the vanous provider types, Go > o Azasont Livers 06 ,5,‘

Related Programs & Services

Quick Links
Use related programs & services to access information for all ForwardHealth programs as well as other programs
and services, Go > . fe Acte
* ¢
Trainings S
Use Trainngs to view up-to-date trainng offenngs for your specialty or interest and then register for courses via  * i
the web. Go > .
.
What's New? ® Subucribe to Srovider Notificatons

Phas s aguinhmat _\‘_,-4-“ T R e s TPV WSS e St VY PP

Login Page

3. In the Login to Secure Site section of the webpage, enter the requested
information:

¢ Username: Enter your username.

e Password: Enter your password.

Your password is case sensitive. Make certain to enter it exactly.

ForwardHealth Provider Portal 12 of 28
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4. Click Go.

Your secure home page will be displayed.

interChange Welcome Provi UAT » February 16, 2010 3:17 PM

N
ForwardHealth - s
Home Search Caroliment  Claims | Prior Authorization  Trade Filos  HealthChock  Max F'ee Home Om f

Online Handbooks  Site Map
You are logoad ;m with NPI: 1540345150, Taxonomy Number: 262N00000X, Zp Code: S3018, Financal Payer:

Maedcad
e o

What's New? Mosme Poge

® Usdate User Acc

Providers can mprove efficency while reducng overbesd and paperwork by using real time applcations
avadable on the new ForwardHealth Portal. Submession and tracking of clams and pnor authorization
reguests and amendments, on-demand aCCess to remttance infarmation, 835 tradng partrer
dasgnabon, and INSLant ACcass to tha mest current FormaerdHaalth mformanon is now avadable,

NEW New Rate Reform Part 2 1deam/Recommaendabons Reguested QU

Maccaid 2000 Provider RecotDECAton on the ForwardHaalth Poctal,
ForwardHealth System Generated Clam Adpstments

Important Alerts Regardng the Implementation of interChange
Important Resources for Implementation

* Srovderapecdc Rescurces

Messages 1% * Forme
Qate Lgeanon ® Confunton Traghing
Quisasey  Rutsedt F>7 Dxe famgey Sesrch
Aert Formarcrieath Dectrons Funds Trangfer: Notcs of IFT Account In  Q/4W010 0W37/2010 e Tisning
__Bemave | o fuplanstion of Banelng
()
. MA
Clalms °
From Date  To Date x

o Member 10 of Service  of Service  Claim Type Status  Amount Biled
2210040001000  SO1C008620 1OVIW/I00F LVINI00F Ingetent Clams PAY $5000

S710041001007 SO10008620 10/14/200% 1O/IW200% Ingatient Clams  PAY $0200 e
2210040001005 9010008620 1/164/200% 1O/17/2009 Inpatent Clams PAY $8200 A
2210040001001 S010008620 10/0/2009 LO/OM/2008  Inpatent Clawms  PAY $5000 .
210025001001  SOI0008620 LO/OL/I00% LO/DI/200% Ingpetent Clams PAY $5000

Prior Authorizations © s
o Shysaat Exam aaith

The grant date and expration date shown below ace for the frst kne-item cnly. °

e Hasith

» User Gude

Fiest Process

Preor st Requestod  Grant Cupiration :
A A s M S mar et T s i A AR B2 e £, :

Provider’s Secure Home Page

5. Click the Account icon, located in the main menu at the top of the page.

The Account Home page will be displayed.

ForwardHealth Provider Portal 13 of 28
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\
W) wheomingov home Uate agenciet

wbject direchary Sepatment ol heath Lervic o1

Logout

/‘\ interChange Welcoma Provi UAT » February 16, 2010 3:31 PM
ForwardHealth —~=""

Home Search Providers Emrollment Claless  Prior Authorization  Trade Files HealthCheck  Max Fee Home m Comtact Information
Online Handbooks  Site Map

You are logged n with NPL: 1548345150, Taxcnomy Number: 202N00000X, Zp Code: 51818, Financl Payer
MaedeC 303

a.'g) Account

Account Home

Search

thes Page, thonzad USers Can Manage thes user acce

2{8) foe the Forwardkiaaith Poetal. Users may
e, and manitan account logn credentials, ¢

et passwords, assgn roles for authonzed

mstrucbons on each task

What would you like to do?

A Contact

ROUT o Qus<iaemer Privacy Notice
Wisconsin Department of Mealth Services

Account Home Page

There are various account management functions that can be performed using the links on
the Account home page. This section of the user guide covers how to setup and manage
clerk accounts and assign roles to the clerks. The other functions that can be accessed from
the Account page can be found later in the Account Management section of this document.

If more than one person will be working on the account, you must setup clerk accounts and
assign the clerks roles for the various functions the clerks will be performing.

The Clerk Maintenance page enables account administrators and clerk administrators to add

or remove clerks, change clerk profiles to assign roles and privileges, and reset a clerk’s
password.

Note: Clerk Administrators may not administer their own accounts or those of Account
Administrators above them.

1. In the Account Home page options, click Clerk Maintenance.

The Clerk Maintenance Panel will be displayed.

ForwardHealth Provider Portal 14 of 28
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&3 Acxount * Clork Haintenance

Clerk Maintenance o

Required fields are indicated with an astensk (*).

User Name Sontass Fiyt Name  Contas Nam
CLAIMRA claim VIEWTS
HELPOESKO1 belp desk01
HELPOESKO2 help desk02
HELPOESKO3 help dosk03
HELPDESKOS help desk0s
HELPDESKOS help desk0s
HELPOESKO6 help desk0s
HELPODESKO? help desk0?
HELPOESKO8 help desk0d
HELPOESKO9 help desk0S

12345678910 Next>

User Name
Contact First Name
Contact Last Name
Telephone Number

E-Mail
Confirm E-Mail*
Password

Confirm Password™

Password must contain one uppercase letter, one number and at least 8 characters.

Clerk Roles
Avadable Roles Assigned Roles
Pnor Authonzation .
Efigibdity ) =
Trade Files - X<
Clam Submission >
835 Designation >>

Demographic Maint -

Clerk Admanistrator

a Reset Passwon

gubmit | Cancel

Clerk Maintenance Page

From the Clerk Maintenance Panel, you have the option of performing four functions.
e Add a Clerk

e Remove a Clerk

e Change Clerk Profiles & Roles

e Reset a Clerk’s Password

4.2 Add a Clerk

Note: Only Account Administrators or existing Clerk Administrators may perform this
function.

1. On the Clerk Maintenance Panel, click the Add Clerk button, located near the bottom
right corner of the panel.

ForwardHealth Provider Portal 15 of 28
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The panel refreshes, displaying a new yellow row marked with an A as shown below.

This row serves as a placeholder for the new entry.

Clerk Maintenance 2

Required fields are indicated with an asterisk (*).

User Nama

Contact First Namae  Qortact Last Name

A
ELIGVER
DES834
MCOCONL
MCOTECH
MCOREP1
DATAWML
HLTCHK1
CLRKADM
MCOTRADING

EligVer MCO

desig834 MCO

MCO Contactshaets
MCO Techsheets
MCO Reports

MCO Datawarehouse
MCO Healthcheck
MCO ClerkAdmin
HH MCOTRADING

12 Next >

Type data below for new record.

User Name*
Contact First Name*
Contact Last Name*
Telephone Number*

E-Mail*
Confirm E-Mail*
Password*

Confirm Password*

UGUIDE Search
User

quide

(123)123-1234 1234

mi@ml.com

mi@ml.com

ssssssnes

Password must contain one uppercase letter, one number and at least 8 characters.

2. Choose a User Name and enter it in the space provided.

Enter the new clerk’s First Name and Last Name in the spaces provided.

4. Enter the new clerk’s Telephone Number and extension (if applicable) in the spaces

provided.

5. Enter the new clerk’s E-Mail address (twice for confirmation) in the spaces provided.
Select an initial Password for the new clerk and enter it twice for confirmation in the
spaces provided. (The password may be changed later by the individual.)

Note: The Password MUST contain at least one uppercase letter and one number.

4.3 Add a Role to a Clerk

To add a role to a new or existing clerk:

1. Scroll down to the Clerk Roles section of the Clerk Maintenance panel and select
from the available roles. To select more than one row, hold down the Shift key and
click all the roles you want to select.
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Clerk Roles

Available Roles Assigned Roles

83S Designation - Eligibility
Demographic Maint =
HealthCheck $<

Hospice g >
Remittance Advice B

™ Clerk Admanistrator

Clerk Roles Section

2. Click the > arrow. (If you wish to add all clerk roles to the clerk, click the >> arrow.)

The selected role will be added to the clerk’s assigned roles.

Clerk Roles
Avaiable Roles Assigned Roles
Trade Files R T
Claim Submission =~ Ebgibihit
835 Designation <
Demographic Maint
HealthCheck >
Hospice

™ Clerk Administrator

Remove Clarkl | Add Clerk © Resel Passnos

Subemit | Cancel

3. Click Submit at the bottom of the panel.

If the save was successful, a confirmation message will be displayed at the top of the
panel.

The following messages were generated:
Clerk Maintenance - Save was Successful

If there are any problems with the save, an error message will display here instead.

44 Assign a Clerk Administrator
The Clerk Administrator role enables a clerk to create and manage clerks assigned to them.
To assign the Clerk Administrator role:

1. Add the roles you want the clerk administrator to manage to a new or existing clerk by
highlighting the roles in the Available Roles field as shown above.

2. Click the Clerk Administrator selection box in the bottom left corner of the panel.

3. Click the Right Arrow (>). (If you wish to assign management of all clerk roles to the
clerk, click the >> arrow.)

4. The selected roles will be added to the clerk administrator’s assigned roles.
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45 Remove a Clerk

Note: Only Account Administrators or existing Clerk Administrators may perform this
function.

[=

Clerk Maintenance

Required fields are indicated with an astensk (). »
Sssr Name Sontat At Name  Sentast last Heme
PROVCLERKIUAT ProvClerkl L e
PROVCLERKZUAT ProvClerk2 UAT
CLAIMSO1 npatsent outpatend Provider
CLAIMSO02 daims testing2
CLAIMSL Claims One
CLERKALD test clerkadminrole
DEREKTESTSS test teststst
SCOPPCLERKOL  Mark Scopp
TRPOO!L Test Resetpass
DEREKUAT Derek VAT

1 2 Next >

1. On the upper portion of the Clerk Maintenance Panel, click the row containing the
name.

Required fields are indhicated with an asterisk (*).

Viar Nama Contas Figt Mame  Contact Lagt Neme
PROVCLERXIUAT ProwClerkl UAY
PROVCLERXIUAT ProvClerk2 UAY

CLAINSOL “pationt outpatend Pronder
CLAIMG02 dems testing2
CLAIMSL Clyms One
CLERKALD test derkadminrole
DEREXTESTHS test teststst
SCOPPCLERKDL  Mark Scopp

TRPOOL Test Resetpass
DEREXUAY Derek T

12345678910 Naxt >

Type changes below.

User Name
Contact First Name
Contact Last Name
Telephone Number

E-Mad

Clerk Roles

Avadable Roles Assigned Roles
Pror Authoazation - Ebgibibty
| Trade Files
Clam Submussion !
835 Designation >
|Demographic Maint >
IHealthCheck -

I Clerk Administrator

' Remove Clerd | Ade Clek £ | Resat Pasench

Subma ] Lancel

Note that the clerk’s information appears in the fields in the center of the panel.

2. Click Remove Clerk to initiate the record deletion.

A dialog box appears and asks if you are sure this is the row to mark for deletion:
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Microsoft Internet Explorer

\g’) #re you sure this is the row you wank marked For deletion?

‘ ok | [ cancel |

3. Click OK to mark the row for deletion.

A letter "D” appears at the beginning of the row marked for deletion.

Required fields are indicated with an astensk (™).
PROVCLERKIUAT ProvClerkl UAT
PROVCLERKIUAT ProvClerk2 UAT
CLAIMSO1 inpatient cutpatiend Prowvider
CLAIMSO02 claims testing2
CLAIMSL Claims One
CLERKAL0 test clerkadminrole
DEREKTESTSS test teststst
SCOPPCLERKDL  Mark Scopp
TRPOO1 Test Resetpass
DEREKUAT Derek UAT

12 Next >

4. Click the Submit button at the bottom of the panel to complete the clerk removal
action. (The record is not deleted until this is performed.

A confirmation message is displayed at the top of the panel indicating the save was
successful and the record will no longer appear in the list of User Names at the top of
the panel.

The following messages were generated:
Clerk Maintenance - Save was Successful

If there is a problem with the save, an error message will display instead indicating
the source of the problem.

4.6 Change Clerk Profiles & Roles

Note: Only Account Administrators or existing Clerk Administrators may perform this
function.

To change a clerk’s profile or role:

1. On the upper portion of the Clerk Maintenance Panel, locate the User Name of the
clerk you want to remove.

B
Clerk Maintenance 7
Required fields are indicated with an asterisk (*).

User Nams Contact First Namae  Contact Last Nama

D1CLERK d1 clerk
CLERKTESTE testa testa
HICLERK hl clerk
UGUIDE User Quede

< Previous 12

2. Click on the row containing the name.
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The panel refreshes and displays the clerk’s information.

" Clerk Maintenance o

Required fields are indicated with an astensk (*).

Yiar Name Sontat Bt Mame Contactlagt Nacoe
D1CLERK d1 derk
CLERKTESTB testa tosta

H1CLERK hi derk

SOPHIAZ1 Sophie UAT

UGUIDE User guide

< Previous 12

Type changes below.

User Name
Contact First Name
Contact Last Name
Telephone Number

E-Mail
Clerk Roles
Available Roles Assigned Roles

Ehgibility HealthCheck

MCO Contact Sheets - 834/820 Designation

MCO Tech Sheets =<

MCO Reports >

Data Warehouse »>

M Clerk Administrator

Rermove Cltﬂ | Add Clerk Qﬂv Reset Password i)

_gubmit | goncel |

3. Clerk information may be edited by simply highlighting the correct field and changing
the text within.

4. Roles may be added or removed by using the buttons in the Clerk Roles section of the
panel.

e To remove a role or roles, click the role(s) in the Assigned Roles section and
use the following buttons:

< = Remove Selected Item(s)
<< = Remove All Items

e To add a role or roles, click the role(s) in the Available Roles section and use
the following buttons:

> = Add Selected Item(s)
>> = Add All Items
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5. Click Submit.

A confirmation message is displayed at the top of the panel indicating the save was
successful and the record will no longer appear in the list of User Names at the top of

the panel.

The following messages were generated:
Clerk Maintenance - Save was Successful

If there is a problem with the save, an error message will display instead indicating

the source of the problem.

4.7 Reset a Clerk’s Password

Note: Only Account Administrators or existing Clerk Administrators may perform this

function.

To reset a clerk’s password:

1.
clerk you want to reset.

Clerk Maintenance

On the upper portion of the Clerk Maintenance Panel, locate the User Name of the

Required fields are indicated with an asterisk (*)

M Name Soota Vit Naros

D1CLERK a1 clerk

CLERKTESTE testa tosta

HICLERK hi clerk
2

UGUIDE User Quide

”

Lsntactiat Nama

< Pravious 12

Click on the row containing the name.

The panel refreshes and displays the clerk’s information.
| S e ——— s, |

Clerk Maintenance
Required fields are indicated with an astensk (*).

Yier Name Contact First Name Sontach Last Namae
O1CLERK d1 clerk
CLERKTESTS tests testa
H1CLERK hi clerk
SOPHIAZ1 Sophie UAT
UGUIDE User guide

User Name

Contact First Name
Contact Last Name
Telephone Number

E-Mail

Clerk Roles

Available Roles
Ehgibility
MCO Contact Sheets
MCO Tech Sheets
MCO Reports
Data Warehouse

M Clerk administrator

< Previous 12

Type changes below.

Assigned Roles

HealthCheck
834/820 Designation

<<

>>

s, 19

Ramove Clerk | [Add Clark @

Submat

__ Sancel

o

3. Click Reset Password.
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The Reset Password Panel appears.

E Reset Password

User Name UGUIDE

New Password® Password must CONtan one UPPercasa letter and one number

Confirm Password*®

Lancel Heret Password §

Reset Password Panel

Important: The New Password you create MUST have at least one uppercase letter and
one number or you will be asked to re-enter a password.

4. Enter the New Password for the clerk (Twice for confirmation) in the spaces
provided.

5. Click Reset Password.
A confirmation message will be displayed indicating that the new password has been
accepted.

Note: The password change is immediate. The clerk can begin using the new password
right away.

If there is a problem with the password change, an error message will display
instead indicating the source of the problem.
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5 Account Management

5.1 Account Maintenance

Users may access the Account Maintenance page to change account information. Contact
names, phone numbers, and e-mail addresses may all be updated through these panels.
Additionally, users may change their password with this process.

1. On the Account home page, click Maintenance.

The Account Maintenance will be displayed.

& Account » Maintenance
| Account Maintenance ©

Required fields are are indicated with an astensk ().
User Profile

User Name

Contact First Name*®
Contact Last Name*™
Telephone Number™
E-Mail*

Confirm E-Mail

First Security Question®
First Answer

Second Security Question™

Second Answer

PROV1UAT
Provl

UAT
(920)123-4456

iam@provider.com

5555

1am@provider.com

Name of first pet

LA Ll

Middle name of oldest child

__Submit |  Cancel Change Passv

Account Maintenance Page

Important: If not already created, you will need to create two security questions and
corresponding answers prior to submitting your changes. Security questions cannot contain
characters other than A-Z, a-z, or 0-9

In the event you forget or lose your password, this information will be used to validate
your identity and allow you to reset your password. Be sure to create questions which you
will readily know the answer to but which are not common knowledge about you.

2. Enter at least the required information if you are setting up a new account. You can
also use this panel to update account information.

3. Click Submit.

If the request is successful, the following message will display at the top of the page:
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The following messages were generated:

Save was Successful

If there are any problems, an error message will display here instead explaining
what needs to be corrected.

5.2 Messages

The Messages link on the Account page allows you to view and manage all your messages.
Your most recent messages are displayed on your secure home page. This page functions as
a mailbox that displays all active account messages such as alerts or notifications for your
portal user account.

The messages are sent to your account by a portal administrator and are available for a
designated period from the date send to the expiration date. A message is only removed
from the Messages page on its expiration date or if it is manually removed by the user. The
expiration date is set by the portal administrator.

1. On the Account Home Page Options, click Messages.

The Messages page will be displayed.

E@} Account * Hessages

Date Expiration

Salagore Sublec Meazaze Sant Rats Bamoys
Alert Test « Delete Testng the deletion of portal 07/17/2008 12/31/2008 []
Alart Testng for duphcat  Making sure thas message 1s se  07/21/2008 12/31/2008 [
Alert Test 123 Testing for duplicate notices 07/21/2000 12/31/2008 [

Remove

P

Category Alert
Subject Test 123

Testing for duplicate notices

Message

Date Semt 07/21/2008
Expiration Date 12/31/2008

Messages
2. Click a message in the upper section of the window to select it.
The message will be displayed in the lower section of the window.

Messages can be removed by clicking the Remove box next to the message and then
clicking the Remove button.
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5.3 Change Password

This function allows all portal users to change their password at any time. Portal account
passwords also expire every 60 days and users are prompted to change them on this basis.

Note: The Change Password button on this panel serves the same purpose as the Change
Password link on the account home page.

1. On the Account page, click Change Password.

The Change Password Panel will be displayed.

Change Password ©
Required fields are are indicated with an astensk (*).

User Name jamuser
Current Password®
New Password®

Confirm New Password*

gubmit Cancel

Change Password Panel

Note that your User Name appears in the top field on the panel. To change your
password:

1. Enter your Current Password in the space provided.

2. Enter your New Password (Twice for confirmation) in the spaces provided.

Important: The New Password you create MUST have at least one uppercase letter and
one number or you will be asked to re-enter a password.

3. Click Submit.

If the request is successful, the following message will display at the top of the page:

The following messages were generated:

Change Password - Save was Successful

If there are any problems, an error message will display here instead explaining
what needs to be corrected.
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5.4 Switch Organization

This function allows Provider and Managed Care portal users to switch to a different
organization under the same account without having to log out and login again. It also allows
users to change the default login provider.

This flexible task offers three kinds of convenience to users when acting on behalf of
multiple organizations:

e Administrators and clerk administrators may assign role(s) to a clerk for a different organization
within the same account without logging off.

e Clerk administrators and clerks may perform tasks on behalf of multiple organizations within the
same account without logging off.

e All Provider and Managed Care users may change the default login organization.
To switch organizations:
1. On the Account Home Page Options, click Switch Organization.

The Switch Organization Panel will be displayed.

You are logged in with Provider Numbar: 33276200

Haticoal Medicald Default
Provider 1D Provider ID Address City State Zio Zip 4+ 4 Taxomoemy Droyider Type  Provider 1D
33276200 226 MAIN STREET CHANGE MILLER WA 48923 333600000% Pharmacy
—’ 33279500 1920 DOUGLAS AVE RACINE WwI $3402 333600000X Pharmacy

Select row above to update,

Currently Selected Provider

Current Provider

Newly Selected Provider

National Medicaid
Provider 10 Provider 10
Address Taxonomy
Cry Provider Type
Default ~
State Provider 10 °
2ip

Switch Organization Panel

The Provider Number that you are currently logged in with appears to the upper left
of the Switch Organization Panel and a list of available organizations appears at the
top of the panel.

2. To switch organizations, click on the row corresponding to the new organization.

The row containing the new organization’s name is highlighted in yellow.
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P e ]

Switch Organization ©
Natignal Medicaid Dafault
Brovider 10 Prowidec il Addrasa L8y 2ats U Zp+4 Taxonomy  ProviderTyps Provider 1D

33276200 226 MAIN STREET CHANGE MILLER WA 48923 333600000X Pharmacy

33279500 1920 DOUGLAS AVE RACINE W1 §3402 333600000X Pharmacy

Seloct row above to update.

Currently Selected Provider

Current Provider 33276200

Newly Selected Frovider

Natonal Medicaid

Provider 10 Provider [0 29279500
Address 1920 DOUGLAS AVE Taxonomy 333600000%
City RACINE Provider Type Pharmacy
-~ Default n
State Wi Provider 10
zZip 53402

Switth Yo Set Az Oohulrt:‘

The current provider number appears in the Currently Selected Provider section of
the panel and the provider’s information you are attempting to switch to appears in
the Newly Selected Provider section.

3. Click the Switch To button if you wish to switch to the new provider. (If you wish to
switch to this provider AND make this your default, click the Set As Default button.)

A dialog box appears and asks if you are sure you would like to switch.

Microsoft Internet Explorer

\?() ‘ould wou like ko switch to the Mewly Selected Provider?

‘ ok || cancel |

4. Click OK to confirm the organization switch.

You will be returned to the organization home page and your new Provider Number
will appear in the upper left corner.

“ou are logged in with Provider Murmber: 22279500
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5.5 Add Organization

This functionality allows provider and managed care administrators to add multiple
organizations to an existing portal account. It offers the convenience of managing multiple
organizations within one account as an alternative to creating a separate account for each
organization.

After adding an organization/location to an account, administrators are authorized to
perform all tasks, as defined by the roles available for that organization. In addition, all
account users, that is, administrators, clerk administrators, or clerks, may move from one
organization to the next through the Switch Organization function without having to log out
of the account.

To add an organization to an account:
1. On the Account home page, click Add Organization.
The Add Organization panel will be displayed.

Required fields are indicated with an asterisk (*).

Please complete the felds below to add an organization to your account,

After adding the organization to your portal account, you have the
authonty to administer the portal actwity for that organization.

Provider Information

Parsonal Identification Number (PIN)*
Provider [D*

gubmz | Gance!

Add Organization Panel

Note the information regarding authority to administer the new organization’s account
at the top of the panel.

2. Enter the Personal Identification Number (PIN) sent to the organization in the
space provided.

Enter the Provider ID in the space provided.
4. Click Submit.
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